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Social Caseworkers in Family Services Units (FSU) and Juvenile Probation Officers are 
responsible to maintain regular contact, in person and by telephone, with the children and families 
served by the Department.  In person contact with the child, the child’s family and, if the child is in 
placement, the child’s caretaker is essential in developing and maintaining effective working 
relationships.  Through ongoing contact, the worker should assess and document whether or not: 

• The child is receiving adequate care and supervision in his or her home or in out of home 
placement; 

• The parents and child, if of appropriate age, are actively participating in service planning; 

• There are effective services in place to address areas of need identified through the initial 
and ongoing comprehensive family assessment and service planning process to ensure the 
safety, permanency and well-being of the children; 

• Progress is being made towards achieving long-term positive behavioral changes outlined in 
the Service Plan Agreement (DCYF #032); or, if there is a lack of progress, identification of 
specific barriers that are impeding progress. 

 
Additionally, when a child is in placement, the worker should address whether or not visitation 
and other forms of contact are occurring between the child and family, including siblings, and if 
the level of contact is appropriate.  The worker is responsible to keep parents informed of 
changes made in a child’s placement and to provide parents with current information regarding 
the child’s education, health and development.  Efforts must also be made to encourage a 
positive relationship between the child and parents and to preserve connections for a child with 
his or her extended family, community and culture.  Frequent and consistent communication with 
the child and his or her caretaker is important in assessing the child’s progress in placement and 
any ongoing issues of concern.  The frequency of contact between the worker and child and the 
worker and the child's family is established in the Service Plan Agreement.  All contacts with the 
child, family and caretaker must be documented in RICHIST. 
 
It is the Department’s policy, in accordance with Federal Law (PL 109-288, Child and Family 
Services Improvement Act of 2006), to ensure that children in foster care are visited at least once 
per month, or more frequently as needed, to ensure their safety, well-being and attainment of 
their permanency goals.  The caseworker for purposes of this mandate includes any worker that 
the Department has assigned or contracted case management or visitation responsibilities.  For a 
child placed out of state, whether in a treatment facility or foster home, the visit can be made by 
the worker from the sending state, the receiving state in which the child has been placed or a 
private agency under contract with either state.  During this visit the worker should ensure that the 
placement continues to be the most appropriate and least restrictive safe setting, consistent with 
the best interest and special needs of the child.  For children living at home active in FSU, the 
worker should have face to face contact with the child and the child’s family, at a minimum, one 
time each month.  Certain circumstances may require more frequent or less frequent contact.  For 
youth living at home active on Probation, the worker must visit the youth and family in accordance 
with contact frequency standards outlined in Policy 800.0005: Juvenile Probation Supervision. 
 
In the event that the worker is unable to establish regular contact with the child or children in a 
family, despite repeated efforts to do so, the worker must consult with legal counsel to determine 
if legal action is indicated. 
 
Related Procedure 
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Worker/Client Contact 
Procedure from Policy 700.0165: Worker/Client Contact 
 
A. Contact with Child in Foster Care Placement 

1. The worker must have face to face contact at least one time per month with each 
child in foster care and the majority of monthly visits must take place in the child’s 
foster home or foster placement.  The worker should speak with the child alone. 

2. This requirement applies to children placed away from their parents or guardians 
and for whom the State agency has placement and care responsibility.  This 
includes, but is not limited to foster family homes, foster homes of relatives, 
group homes, emergency shelters, residential facilities, child-care institutions and 
pre-adoptive homes regardless of whether the foster care facility is licensed and 
whether payments are made by the State or local agency for the care of the child 
or whether there is Federal matching of any payments that are made. 

3. The monthly visit must be well-planned and focused on issues pertinent to case 
planning, service delivery and goal attainment to ensure the safety, permanency 
and well-being of the child. 

4. The monthly visit can be made by any worker that the Department has assigned 
or contracted case management or visitation responsibilities, including but not 
limited to: 
a. FSU Social Caseworkers, Child Support Technicians, supervisors and 

administrators. 
b. Juvenile Probation Officers, Juvenile Probation and Parole Service 

Technicians, supervisors and administrators. 
 
B. Contact with Child at Home 

1. For children living at home active in FSU, the worker should have face to face 
contact with the child and the child’s family, at a minimum, one time each month.  
Certain circumstances may require more frequent or less frequent contact.  In 
these situations, the following procedures apply. 
a. Worker and supervisor discuss the need for more or less frequent 

contact.  Supervisor must approve all situations involving frequency of 
contact between the worker and child that is less than one time per 
month. 

b. Frequency is established in the service plan unless worker is visiting 
child more frequently on a temporary basis. 

c. Decisions must be documented in case activity notes in RICHIST. 
2. For youth living at home active on Probation, the worker must visit the youth and 

family in accordance with contact frequency standards outlined in Policy 
800.0005: Juvenile Probation Supervision. 

3. In the event that a parent will not allow worker to have face to face contact with a 
child living in the home, the worker should arrange a legal consult to determine if 
legal action is necessary. 

 
C. Contact with Child's Parent(s) 

1. The FSU worker should see the child's parent(s) at least one time per month. 
a. If the situation requires more or less frequent contact, worker follows 

procedures below: 
i. Worker and supervisor discuss the need for more or less 

frequent contact.  Supervisor must approve all situations 
involving frequency of contact between the worker and parent 
that is less than one time per month. 

ii. Frequency is established in the service plan unless worker is 
visiting child more frequently on a temporary basis. 
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b. Parent(s) must be kept informed of changes in a child’s placement and 
should be provided with current information regarding the child’s 
education, health and development. 

2. The Probation worker must visit the parent(s) in accordance with contact 
frequency standards outlined in Policy 800.0005: Juvenile Probation Supervision. 

 
D. Contact with Child's Caretaker (Child in Placement) 

1. The worker should see the child's caretaker, at least for a short period of time, 
each time the worker sees the child. 

2. Worker must keep the child’s caretaker informed of the child’s visitation 
schedule, upcoming court hearings and other information necessary to safely 
and appropriately care for the child in placement.  The DCYF #187, Guide to 
Sharing Information outlines the types of information that can be shared with 
caretakers.  The worker is encouraged to use this guide and provide it to the 
caretaker. 

 
E. Telephone Contact 

1. Worker provides the child, if of appropriate age, with the worker’s office address 
and telephone number and the name, office address and telephone number of 
the supervisor and administrator. 

2. Worker provides parents, and, if appropriate, members of the extended family 
with the worker’s office address and telephone number and the name, office 
address and telephone number of the supervisor and administrator.  Parents and 
appropriate extended family members should be encouraged to have frequent 
telephone contact with the worker. 

3. Worker provides caretaker with the office address and telephone number of the 
worker and the name, office address and telephone number of the supervisor 
and administrator.  Caretaker should be encouraged to maintain frequent contact 
with the worker regarding the child’s progress in placement. 

 
F. Each contact with the child, the child’s family and, if the child is in placement, the child’s 

caretaker must be documented in a Case Activity Note in RICHIST. 
1. Documentation should include a description of subjects discussed. 
2. Documentation for an in-person contact should include the names of individuals 

present during the visit. 
3. Documentation of monthly caseworker visits must address issues pertinent to 

service planning, service delivery and goal attainment to ensure the safety, 
permanency and well-being of the child (refer to RICHIST Window Help, Case 
Activity Notes). 


